NORTH CAROLINA ePROCUREMENT

NC eProcurement
Receiving a Line Item

Receiving is the process an agency uses to record goods and services that are delivered. In the NC
eProcurement process, receiving completes the purchase order lifecycle. A receipt is an acknowledgement that
the goods have arrived and/or the service is complete. Receipt records ensure that all items on the purchase
order were correctly received and accounted for in the financial system. Once items have been received in the
system, the supplier can be paid for their goods or services. Every purchase order line item should be received in
Ari ba. Il t ems t hat Dal khoweder, do nat frandvhi lresveen BC efProcurement and NCAS.
Purchase order failures must be resolved before receiving can occur.

Depending on the agency, receiving occurs at either a centralized location, known as Central Receiving, or at the
desktop of the requester, known as Desktop Receiving. Ariba allows for both methods of receipt. The ship-to
address on the purchase orderwi | | det er mi ne findtien asdlisialporassociatédswithdegherta
central receiving facility or a desktop receiving facility. Each NC agency has determined which type of receiving
best meets its needs.

1 Desktop Receiving: The user listed as @n B e h a bnfthe Purchase Requisition receives the items at
their desk. They will open the package, check the product, and then go into NC eProcurement to accept
or reject the items in the order.

1 Central Receiving: Purchase orders are delivered to a centralized location. One user with the central
receiving group associated with that Ship To address then logs into NC eProcurement to accept or reject
the items in the order.

Receipt Email Notifications: An automated email message is sent to the receiver reminding the user to receive

a specific order when the purchase order is generated. However, it is critical that the receiver waits until the
products have arrived and check the quality and quantity before receiving the order in Ariba.

|. Access Receiving through Guided Buying
1. Receiving can be completed through both the Guided Buying View and Expert View of NC eProcurement.
2. From the Guided Buying Landing Page there are two ways to access Receiving.

a. Locat &otifidatonBelld6 i con on t he t oandclickgrhany oalérs thah e
require receipt (if applicable).

b. On the Il eft side of YouhRequestsd e Ermtle subdequenk screem, sdlebte
the6 T o R e tab atthetdp of the screen.
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NCePROCUREMENT Guided Buying

Notifications
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Shop Your Favorites (‘-‘cu Requests ) Your Approvals
— ~ -’

e

Request ad hoc item +

\
- . X Option 1: Click on the

Option 2: Click on the cof @Noti fi céidonanch
6Your Remhes select6 Recei v e inGhe d

followed by the 6 T o drop-down menu.

Request on behalf of &

Recent requests

Rec e itab.e 6 { Just Making It
PR11817806 Submitted
Test
Office Supplies & Facilities Correction Enterprise Products Medical, Laboratory Supplies & E $28.77080 USD
quipment Requested 5 days ago

3. Inthed T o Re tab,find thépurchase order waiting to be received by looking through the list, or
searching by Order ID, Supplier ID, or Supplier Name in the search bar in the top right of the screen.

NCePROCUREMENT Guided Buying | Find goods and se

< Your Requests

All (195) Quotes (0) To receive (72) Customn forms (0) -
— - D e "
Last 3 months™ /| Order Id» | \'\_Enc an order [* i)
2 e Y -1
\
! Order Id ?
If you're receiving an item, enter the guantity or amount you're receiving in the Receive field. Then click Submit to confirmpfece 1 service, click
Receive You can find any order, including orders you've fully received, by entering the order number in the Find an orgér gear( Supplier 1d )
\ Supplier name 4
N 4 .
~ - on behalf of others (7)
-——— - S—=
Material

~
( EP4901827 Supplier: Fisher Scientific Company LLC
~

The6 To Re takwilvbeng
up a list of Purchase Orders Prev. Accepted
waiting to be received. The 0
search bar allows users to search

for a specific Purchase Order.

BUTYRIC ACID,SODIUR

Receive

4. Once the correct Purchase Order is located, select the Purchase Order link, or click the blue6 Recei ve 6
button.
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NCePROCUREMENT Guided Buying Find goods and services

< Your Requests

All (195) Quotes (0) To receive (72) Customn forms (0)
——
Last 3 months™" Order Id»v" Find an order Q
Order Id ?
If you're receiving an item, enter the gqua iving in the Receive field. Then click Submit to confirm rece ervice, click

mount

Receive You can find any order, includin ved, by entering the order number in the Find an order sear( Supplier Id
Supplier name
_ on behalf of others (7)
-——
~
( EP4so1s27
~ -

R

Supplier: Fisher Scientific Company LLC Material

Click the Purchase Order number
or the blue 6 R e ¢ ehuttoetoé ¥
access Receiving.

BUTYRIC ACID,SODT Prev. Accepted

5. The Purchase Order summary page will display, with an optionto 6 R e ¢ edn thetop left of the screen.
(Skip to Section lll. Receiving a Line Item to begin receiving).

EP4901827 - Test Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired  More

————

"[ Receive ] B\Prmt I
N 1S L

~N—— -

Summary Approval Flow Receipts History

From the Purchase Order

Payments

Receipts Summary page, clickthe 6 Re c e i
ReceiptID t Title Order ID button to begin Receiving. Status
RC3148 Test EP4901827 Test Composing

II. Access Receiving through Expert View

1. To access Receiving through Expert View, there are multiple options:

a. Selecté Re c einthesd@C 0 mmo n A pdrtiet@mtisedeft side of the screen within either the
Home or Procurement tabs.

b. In the upper right corner of the screen, click the 6 Ma n adgop-down and select the 6 R e ¢ ebuttor 6
c. Locate the Purchase Orderinthe6 My Do c u poetlett s 6

d. Locate the Purchase Orderinthe 6 T o ortleb.
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WOMTH CARGLINA
PPRGCUREMINT

HOME

PROCUREMENT

Option 1: Select
6 Re c efiome 0
Common Actions.

Requisition | Title

/ 1

Commeon Actions
Create
Requisition
< ’\u‘a—"ag: S
Receive o
“hepoTsaarcn Fitters

Public Reports

~

_———

£ ToDo
-

—_

v

D Date

Option 3: Locate the
Purchase Order in the
6 To ported.

EP4801827 Test
EP4301826 Test

EP4301598 Fe...r - NonARRA-

portlet.

Option 4: Locate the
Purchase Order in the
My Documentsd

PR11817310-V2 5i20/2020 ADM

PR11817296 ADM

PR11810671 2/26/2020 ADM

900-v2 ADM

[1813054 3/24/2020 ADM

[1813055 3/24/2020 ADM

=T TT =S

/ My Documents Y
-~ _-"

D - Title

Test

Test

PR11817804 Test

EP4301828 Test

(&= Epago1s27 Test

N Requester

N Requester

N Requester

N Requester

N Requester

N Requester

Requisition

it os O
. .3 = R
Option 2: Select
—-———
Z . A P! ~
60 Re c efiome 6 wﬂ fanage ~  Oveate v
Manage drop-down. My To Do N Receie o
S ——-
Prepackaged Reports Report Search Filte
Public Reports
W
Required Action
- - -
B Ordered Test123 Watch
B Ordered Copy of Openbook Test Watch
B Ordered Copy of 2.2_ARRA_1 Watch
B Ordered Copy of DoA Rewards and Recognition Awards Watch
L4 Ordering Beacon with Bacon Watch
B Received 1A Smart Star, LLC Watch
-
v
Date
Submitted
Submitted
Submitied
5/27/2020 Ordered
5/27/2020 Ordered

2. Fromthed Re c ei v i npgageSacatepghe Burchase Order to be received by choosing from the list
that appears, or searching via the search bar at the top of the screen by Order ID, Requisition ID, Receipt
ID, or Contract ID.

WOMTH CARGLINA
CPROCUREMENT 7 e

<

Receiving Steps

1) Select Request

Select Receipt
Receive
Additional Info

Summary

ONONONOC,

Search for and then select reg

-

-

I:I Order ID v"l

=

S~ —_——-

Search Results

[¢ Isequests. returned: 28 ;
~ -

N _——_————

OrderID t Title
EP4901179 TestReceipt
EP4390 TestReceipt
EP4390 TestingPO

EP4 Test Receiving
EP4901463 ReceivingTest10
EP4901464 ReceivingTests
EP4901465 ReceivingTest?
EP49014668 R wingTests
EP4901467 ReceivingTestS
EP4901468 ReceivingTest4
EP4901469 ReceivingTest3
EP4901470 ReceivingTest2

for which to receive or verify items. To search, select a request type and then enter an ID

Meeds receiving

Date Created

Fri, 8 May, 2020

2020

Mon, 11 May,

Tue, 12 May,

Tue, 12 May,
Mon, 18 May, 2020
Mon, 18 May, 2020
Mon, 18 May, 2020
Mon, 18 May, 2020
Men, 18 May, 2020
Mon, 18 May, 2020
Mon, 18 May, 2020

Mon, 18 May, 2020

Status
Ordered
Ordered
Receiving
Receiving
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered

Receiving

to find a specific request, or leave the field blank to find all

More

Locate the Purchase Order to
be received through the list,
or by finding it via the search
bar.

Supplier

1157 designcon

1157 designconcepts

Jarvis Prope storation
Jarvis Propert, storation
Janvis Property Restoration
Jarvis Propert, storation
Jarvis Property Restoration

Janiis Propert, oration

Jarvis Property Restoration

Janvis Propert, storation

Janvis Property Restoration

Janvis Propert, storation
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lll. Accepting Line Items
1. After selecting a purchase order to receive, the system will navigate through multiple Receiving Steps.

2. First, enter the number of items received inthe 6 A ¢ ¢ e pcoluend. 8Be sure to enter the items received

based on the appropriate unit of measure. For exampl
the receiver will receive based on that unit of measure (each). If the purchase order was issued for
12,500, dotlHearrsecei ver will recei ve bToeunidofnoeasureib at uni

displayed in a column next to the Full Description of the line item.

Note: Not all shipments will be received in full. Users may enter a partial receipt by entering the number
of items received inthe 6 A ¢ ¢ e coluend. &ore than one receipt can be entered for the same purchase
order.

Note: If all items have been physically received or the service order has been completed, users may use
the 6 A ¢ c e pluttoAto hutomatically enter the full amount ordered for each line iteminthe 6 Accept ed 6
column.

Note: In some cases, users may physically receive more than what was ordered. In this case, the user
may enter the amount ordered plus the receiving tolerance.

3. Next, enter the packing slip numberinthed6 Pac ki nfield.SI i po
Note: Packing slip information is required for any unit of measure otherthan 6 Do | | ar . 6
4. Clickthe 6 S u b rbuttond

Note: If the purchase order will not require any future receiving, select the radio button for 6 Y eunder the
60Cl ose optoder 6
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g R

Receiving Steps

@ Additional Info

a0 ¢ @
Receipt RC4627: EP4901469 - Hemiving‘msm [ Prev l [ Next ] [ Submit l I Exit l
For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide comments to explain your action
This receipt, when submined, will close the order for receiving as the Close Order option is set .
Enter number of items
receivedinthe6 Accept 4
Order ID EP4001469 Date:  Mon, 1 Jun, 2020
column.
ile:  ReceivingTest3 s Receiving

FO e ‘ (NCAS) 001 - Destination freight paid by vendor and included in price. Title passes upon s/a pt. Vendor files an| Enter the packing S||p number.

els:  apply Label_ v (0

Line Items - Receive by Quantity

io. t Quantit

10 TestReceipt each

Set the radio butto
purchase order from future receiving.

Comments - Entire Receipt

< Select the 6 S u b rhuttondvhen all
information is correctly entered.

Attachments - Entire Receipt

——— -

Rl .

S_m_——

5. After the receipt has been submitted, it will be in 6 A p p r ostateig] @nd the order will show a status of
OReceivedb®d

Notes:
1

6/23/2020

If an order is fully received, the order status willbe 6 R e ¢ e iandehd d@rder will be closed, even
ifthe6 Cl o s e bOttonlveas s@tto6 No . 0

If the receiver submits a partial receipt or setsthe 6 C1 o s e bQOttote & N vhén the status of
the order willshow 6 Re c e iinstead of® Recei ved. 6

Users will receive an email after a receipt is transmitted to NCAS. If the receipt does not pass
validation in NCAS, users may receive two emails. The first email is sent to let the user know the
receipt has successfully transmitted to NCAS. The second means that the receipt failed to pass
NCAS validation.

Once a receipt is submitted, the subsequent Receipt ID is automatically created. This new

Receipt ID will be in d°rocessingdstatus until NCAS sends a response to Ariba, which will switch
the Receiptto 6 Pr o c e status.d 6

Receiving a Line Item 6
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_————-—

RC4627 - ReceivingTest3 S,

-

______
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your

T and take the desired action(s;

The Receipt ID is in Approvedostatus,
and the Processing Status is

6 Pr o c e udiliNCASGsends a
response to Ariba.

Approval Flaw History

ight paid by vendor and included in price. Title passes upon receipt. Vendor files any claims
el v

Line ltems - Received by Quantity =

No. t Quantit Full Description Supplier Part Number Prev. Accepted Prev. Rejects Accepted Rejectad Total Received

V. Rejecting Line Items

1. If areceiver received damaged or incorrect products on an order, they may opt to reject those items using
the O6Reject | temsd f unc tnotstaredliniNCAS.and isBthody far iatgrralctrackimmgn
purposes only. This field may be referenced by users at a later date to determine why the full amount of
the purchase order was not received. When rejecting a shipment, users can enter comments as to why
the line item is being rejected to serve as a reference in the future.

2. Toreject an item, enter the amount to reject into the &R e j e c dolandndn the Receiving Steps screen.
Again, this information is not stored in NCAS.

Note: Do not enter a packing slip number when rejecting a line item.

3. Click the 6N e x dutbon.

4, Inthe6 Rej e ct i o rfieldRhataagpeanspenter a comment as to why the items are being rejected
(e.g. Items were broken).

Notes:
1 Thedé Ret u rfield degsdot connect to NCAS, so it is not necessary to fill out.

1 The receiver can opt to have an automated email sent to Purchasing Administrator group by
selecting the 6 E m achelckiox.

1 The &oods Return Tracking Numberdalso does not connect to NCAS and does not need to be
filled out.

5. Click the Gubmitébutton.
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¢ RS a s 0 ¢ @
Receiving Steps Recsipt RCA625: EP4901468 - RecelvingTestd m
Review the receipt, make changes as necessary, and then submit it for approval.
@ Se Summary Approval Flow
@ Select Receipt Order ID EP4201468 Date:  Mon, 1 Jun, 2020
o seennales Enter rejected amountinthe 6 Rej e c
’ | column.
@ » . dor and included in price. Title passes upon rej
The &Return Bydfield does not connect to
- .| NCAS and is not necessary to fill out.
TS =
Prev Accepted Prev. Rejected  Accepted e \\ Total Received e Received ckir
1
B B
ANEREA -
~ -

Enter a comment here for specifying a
rejection reason. This is for internal
tracking only.

Comments - Entire Receipt \

The @Goods Return Tracking Numberd
field does not connect to NCAS and is not
necessary to fill out.

Click 6 S u b noisénd
the rejected receipt.

Attachments - Entire Receipt

Add Amachment

-

- ~
7 ~
m
~ -

~—_—

V. Reopening a Closed Order
1. Once an order has been fully received orthe 6 C| o0 s e optiordhag béen setto 6 Y eis Ariba, the
status of the purchase order will be 6 R e ¢ e.i Ghis ohdicates that the order has been completed and is

closed in NC eProcurement. Users may reopen a closed order by following these steps.

2. To begin reopening an order, select the 6 R e ¢ edomneaidd from Expert View on either the Home Tab or
the Procurement Tab.

6/23/2020 Receiving a Line Item 8
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WOMTH CARGLINA
PPROCURKMINT | ===

HOME PROCUREMENT

Option 1: Select
6 Re c efiome 0
Common Actions.

Requisition tle

Commeon Actions
Create
Requisition

» Manzg® ~

( Receive

4 /

Reporsero

Public Reports

More

Recently Viewed

PR11817310-V2 Te

PR11813054 Beacon with Bacon

EP4301827 Test
EP4901826 Test
EP4301598 Fe...r - NonARRA-2

More

v To Do
D Date
PR11817310-V2 5i20/2020

PR11817296
PR11810671
PR13900-v2 1/8/2020
PR11813054

PR11813055 3/24/2020

My Documents

D

.

PR11818005
B pr11817993
B PR11817804
(& epagoiszs

(% epago1sz7

ADMIN Requester

ADMIN Requester

ADMIN Requester

ADMIN Requester

ADMIN Requester

ADMIN Requester

tle

Test Requisition

. a g o s @
Option 2: Select
A : A ecent Mapage [eate v
6 Re c efiome 0 LR S
My To Do Receive
Manage drop-down. \ e
Prepackaged Reports NQ?PE'." £2arch Filters
Public Reports
W
Title Required Action
R - e R
Test123 Watch
B Ordered Copy of Openbook Test Watch
B Ordered Copy of 2.2_ARRA_1 Watch
B Ordered Copy of DoA Rewards and Recognition Awards Watch
L4 Ordering Beacon with Bacon Watch
B Received 1A Smart Start, LLC Watch
-
View All Vv
v
Date Status |
5/29/2020 Submitted
Submitted
Submitied
Ordered
5/27/2020 Ordered

3. Due to the purchase order being fully received and closed, it will not appear in the list of purchase orders
that require receiving. Instead, receivers must use the search bar at the top ofthe6 Recei vi ng
screen to locate the closed purchase order that needs to be reopened.

Note: Be sure to set the radio button to 6 A Isd théat the closed order will appear in the search results.

omTRCAROUNA

<

Receiving Steps

Search for and then selgg reguaststoraicd Warecsiva, oL yeriy items. To search, select a request type and then enter an ID to find a specific request, or leave the field blank to find all requests of the selected type. Use 3 More
- == -~
= p—— .

1) SelectRequest ~ = e o _ _ _ __ _ _m=

Search Results

Select Receipt
Requests returned: 35

OrderiD Title

EP4001170

Additienal Info
EP4001210

EP4001317
Summary

® 000

EP4901337 Test Receiving

Date Created Status

Fri, 8 May, 2020 Ordered
Mon, 11 May, 2020 Ordered
Tue, 12 May, 2020 Receiving
Tue, 12 May, 2020 Receiving

Search the fully received
order in the search bar with
the radio button setto 6 A |

= Property Restoration

4. Select the Order ID and then clickthe 6 Re o p e n bOtiordoa thétop of the screen. Doing so will
change the status of the Purchase Order from6 Re ¢ e itodeRcké&c ei vi ng. 6

6/23/2020

Receiving a Line Item




NORTH CAROLINA ePROCUREMENT

¢ a = o € °
Receiving Steps ~ err o er EP4001459: RecelvingTestd Prev
cta view. To select an item in the list, click its D,
2 s

@ o Receipts - No Approval Needed

o Receipts

Aditional Infy

ReceiptID 1 Order ID Title
@ Summar a fon, 1.Ji o
901

5. Once the order is reopened, the receiver may then submit a receipt to unreceive items (see Section VI.
Backing Out Previously Accepted Items/Unreceiving Items).

VI. Backing Out Previously Accepted Items / Unreceiving Items

1. Ifanincorrect amount was accepted or if a receiver needs to unreceive items for any reason, users will
have the ability to back out the previously
receivingod or fiunreceivingo |ine items.

Note: If an order is fully received, the receiver will need to reopen the closed order before following the
unreceiving process.

2. Ontheb6 Re c ei v i nsgreeS,teraepthedamount on the line item to unreceive as a negative number in
the 6 A ¢ c e fielde(algd -3).

Notes:

1 Receivers cannot unreceive an amount greater than what has previously been accepted with the
same packing slip. For example, if an order had one good accepted under Packing Slip #1 and
two goods accepted under Packing Slip #2, a receiver cannot unreceive three goods against only
one packing slip. In that instance, the receipt would fail.

1T Rejecting and Unreceiving are not the same thi
accepted, o6 this information i s rgavedsreNCASis NCAS

reduced. Rejecting items is simply for internal purposes and does not transmit to NCAS.
3. Enter the packing slip number that was originally

Notes:
1 If the packing slip number is not known, the packing slip number can be found by looking at the
history of the previous receipts, or by using an existing Public Report (Public Reports A Buying
Reports A Receipt Reports A Receipts with Packing Slip).

1 A packing slip number does not need to be entered when receiving or unreceiving line items with
the Unit of Measure setas 6 Do I8l ar .

4, Clickon6 Submit. o

6/23/2020 Receiving a Line Item 10
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Receiving Steps Recsipt RC5355: EP4901469 - RecelvingTest3 After f|“|ng in the required [ Prev l [ Next -[ Submit
information, click the
6 S u b rbuttond

For 2 receipt, indicate the amount or quantity to accept or reject fo must provide comments to explain your action

Accept All
@ Select Raquest

@) sewcnocem oo Epasniis Enter a negative amount in the oa Tue, 2 dun, 2020
RecsiingTen3 6 A c c e di¢ldeaddahe packing

e eocceane Lee ] | slipnumberinthe6 Packi ng

The total amount previously eien ] field. - v

received for this line item is seen in

the6 Pr evi ous| yfieldhc c
Line Items - Qual‘\l\ty f’LILLy Recelved =~

-—o -
ad S
t Qua ul ni Supplier umbery Prev. A Total Received Received J Packing § \
[ — ‘
1 10 TestReceipt ch \ Tue, 2. | ‘\| ,,
A N /
~ So -7

VII. Adding Approvers to a Receipt
1. If areceiver has a reason to add an approver to a receipt, they are able to do so manually.

2. Fromthed Re c e i v i npgage,Sahdeafpesedtering the Accepted or Rejected amounts, the receiver will
see the summary of the receipt that they are about to submit. (Step 5 on the left side of the screen).

3. Clickthe 6 Ap p r o v athb aFtthedow éf the page before hitting the 6 S u b routtond

fe)
3}
€]
@
(-]

Receiving Steps Receipt RCA624: EP4901467 - RecelvingTests Prev m Exit

Review the receipt, make changes as necessary, and then submit it for approval.

=T Click the Approval Flowdtab in
Select Reguest summary £ Approval Flow
S )‘\ order to manually add approvers.

Date:  Tue, 2 Jun, 2020

Select Receipt

Processing Status:  Recaiving

Cade ‘ (NCAS) 001 - Destination freight paid by vendor and included in price. Title passes upon receipt. Vendor files any claims. N

Additional Info

000 0

—— b Apply Label.
S -” Line ltems - Receive by Quantity =
L, ~ . cted  Accepted Rejected Total Received  Date Received Packing Slip
The Approval Flowétab will -
L appear once the receiver reaches [= [ 5 T zam 2020 @[
the &Gtep 57 Su mma tal. 6

Close Order: E .4,

Comments - Entire Receipt

4. Click on a blue arrow to add an approver.

6/23/2020 Receiving a Line Item 11
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NC eProcurement
Receiving a Line Item

Note: If a receiver wants to add an approver in parallel, click on the first blue arrow in the approval flow.
All other blue arrows will only allow the addition of serial approvers

Receiving Steps Receipt RC4624: EP4801467 - ReceivingTests Prev

Review the receipt, make changes as necessary, and then submit it for approval.

@ Select Request Summary Approval Flow
(D) seanecenm _ R Click on the blue arrow to bring up the
e T — option to manually add approvers to
) o Add Serial Approver i N
() recee ks e Ao theRecei pt 6s approva
@ Additional Info

5. Inthe6 Add Appr ov adop-uR wigdove seted the approver to add, whether they will be an
approver or watcher, and a reason for adding them.

In the pop-up window, choose the
individual to manually add, whether
they will be an approver or watcher,
and provide a reason for adding them.
Thenclick 6 OK. 6

Add Approval Request , < -
pa

Add approver to approval ﬂu.vfI {no value)

Add this approval request {s: {j:. Approver

6. Click6 Su b.ini t

VIIl. Approving or Denying Receipts

1. Receipt approvers can choose to approve or deny a receipt. Receipts that need to be approved will
appearinthe 6 T o ntledin Expert View, orinthe6 Yo ur A p pgab m GadedsBuying.

6/23/2020 Receiving a Line Item 12
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2. In Guided Buying, clickonthe 6 Se e D duttani In Bxgert View, click on the Receipt ID to bring up the
Approve/Deny page.

NCePROCUREMENT Guided Buying | Find goods and services

< | Your Approvals

In Guided Buying, click Gee details. @

To approve (4)  Towatch (0)  Recent approvals (179)
—

Filter by = Type W Last 3 months Find a request Q
?
RC4624 ADMIN Reguester
ReceivingTests Requested 6/2/20

oA EanoLA

HOME PROCUREMENT

In Expert View, click the Receipt ID.

Requisition W | Title

Commeon Actions v v
Manage Title Required Action
Receive = s R
( rcas2s ) 612/2020 ADMIN Requester B Submitted ReceivingTests Approve

Prepackaged Reports ~=-
My To Do PR11814234 411472020 Camille Chaney ¥ Submitted UNIVERSAL 1/2 FOLD SEAT C Approve
More PR11815086 4i13/2020 Sandra Gonzalez ¥ Submitted Paper supplies Approve

PR11814805 4/9/2020 Sandra Gonzalez ¥ Collaboration Completed Labtop Approve
Recently Viewed v

PRO14 10/2/2019 Kathy Munoz ¥ Submitted Contract 27772085 Approve

PR11818130 Test FSI- NCAS 4

3. This brings up the Approve/Deny screen.

Note: Although approving or denying a receipt can be accessed through either Guided Buying or Expert
View, they will both divert to this screen.

P a sz e0 9@

RC4624 - ReceivingTestS Click 6 A ppr oo ®eé raslafnpropriate. Status: Submitted

Summary Approval Flow History

Tue, 2 Jun, 2020

eceiving

(NCAS) 001 - Destination freight paid by vendor and included in price. Title passes upon receipt. Vendor files any claims.

els Apply Label.. v @

Line Items - Received by Quantity
No. t Quanty Full Description Unit Supplier Part Number Prev. Accepted Prev. Rejected Accepted Rejectad Total Received Date Recsived Packing Slip

1 10 TestReceipt each 0 0 5 0 5 Tue, 2 Jun, 2020 1234

4. Click Approvebor denydaccordingly.

Note: If a receipt is denied, comments on why the receipt was denied are required.
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Deny - Comments

Explain why you denied this request. Other users will see your comments
ez, == T T -~ If denying a receipt, enter the
e I~ / reason for the denial in the
o EmmERE - z Py
% N\ comment box. then click 6 OK . 0
I 1
\ /
s ’
N ~ e’ 4
~ - -
[] arcrive items to label: | Arcie Teme el = = = — = --"

T =m

5. Once a receipt has been denied, it cannot be re-submitted. The é D e n ireeeipiishould be left as-is and
the receiver should enter valid information on the new receipt created in 6 C o mp o sstatasg 6

<

Receiving Steps ERP Order EP4001467: RecaivingTests Prev

The approver has denied the
receipt, so the receiver must enter

Select a receipt to work on or view. To select an item in the list, click its ID.

@ Select Request Yoo nathove e reqired pemmisions et he recei all new valid information into the
new receipt that is in
2 ) Select Receipt _ é C om p 0 Sfﬁ.tusg 6
Receipts - Approval Needed
@ Receipts _
-~
@ Aditinal Info t - 4 Staws \\
Tue, 2 Jun, 2020 ‘\ Deried |
) sommn S.oo-
Receipts - No Approval Needed
Reczipts
'/ % Title Date Status
[
\ ReceivingTest5 Compasing

IX. Manually Closing Orders

1. To manually close an order without receiving against it, a user must have purchasing agent rights within
the system, or be granted access to the NC Close POb6group.

2. Navigate to the Purchase Order that is being closed using either the 8y Documentséportlet or the
Search bar.
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Search Type: | Purchase Order v

Purchase Order Change the search criteria or name, and then Search

AR Search Filters Search Options W

Order Order Methad ‘ No Choice v|
Title:

select a valug)

¥ Public Saved Searches Locate the purchase order to be S—
= SN “I'| closed through the search e
s [omom ] function. Clickthe 6 Or d e lmk. | e s e Lo
Requisition 1D ‘ |
sous [ Nochoee |
erze [ocroe / >
o [P

Search Results Found 1 item

Staws  DateCreated SupplierName  Tom Pass To Budget Of Code Bypass Approval Flow
[E— 001 - Destination freight paid by vendor
eIE S SUREY 589.28430 USD No and included in price. Tite passes upon receipt
nc-FSlofiice endor files sny claime

Vendor files any claims.

© Ordered 2 Jun 2020

3. Open the Purchase Order (not the Receipt ID) and click the 6 C | obsiteordat the top of the screen.

On the Purchase Order page,
click the &Closebbutton.

4. Onthe6 Cl o s e sOreed,a dré@p-down menu provides six options to choose from, as well as a
comment field. The six options and their definitions are as follows:
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